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MEDICAL SECRETARIAL WORK 


An account of a business college teacher’s experiences as a med- 
ical secretary gives a helpful picture of this field of service 


By MARGARET C. SHABEN 


NKILL in taking medica lictation can ctat at the (l \ ty f Michiga 
not be gained, in my opinion, by hand- Hospital we there absolutely confide 
ing a person a dictionary f medical that if 1 used n ead a studied | ildn 

terms and telling m t learn the shorthand ielp but do the K ¢a ickily | wa 
yutlines of en terminations and thé like isked to substitute | stenographers on vaca 
Neither lo | issurne tnat Kt must study tiol staying ‘ ‘ » Ca Ser vice 
nec me general sci ie i good his enable i ‘ < ange < 
nedical ste iphe mut | elieve that nN s i irat t time ] 
S absoiuls ssentia | »k w tie ild have bee " siness lleg« 
general mea " . ” givel eld all the he va g t ike t 
vefore he can be sure of writing them a place of experienced ¢ é f whom ha 
curately as above all, reading them whet been in her department for fourteen years. | 
they are “cold saw that | must st i what conceit | 

Jecause of the similarity in the spelling ad, had soon left me 

so many medical terms, and because of thi 

very different meanings possible, the utmost Viy frst Service wa the Medical In 
precaution is necessary in taking medical Patient” department This work had to d 
lictation. There is an element of risk present with patients hospitalized in the building, 
which is bound to retard normal speed be and covered any terms used in_ internal! 
ause the stenographer knows that one tiny medicine. Of course now and then references 
slip in reading back the notes may result were made to other departments, which wer 
serious injury to a patient Yet there are very helpful. I was asked to type case 
times when medical! dictatior nust be take istories, physical examunat s, and to take 
rapidly as well as accurately a few letters 

After two weeks I was not quite so help 

AFTER talking to many people studying less in hospital tine, but I knew very litth 
medicine, and to men already in the profes- yf the required abularly All records of 
sion at the University of Michigan, I found patients had to be carefully checked, as the) 
them almost unanimous in saying that it takes were called for by different physicians, ai 
them at least a year to learn medical terms when a patient had been the hospital be 
alone. Now when those men spend a solid fore for treatment of any kind, one was ex 
year familiarizing themselves with medical pected to ask for s previous record and 
terminology, can a stenographer be expected have it in readiness for the present appoint 
to study for even three months and know ment. Extra sheets having to do with patients 
anything but mere names, and those imper- in our department were sent from other Serv 
fectly? Once associations are established be ces and had to be assembled—X-ray returns 
tween the words and their general meaning, laboratory findings, letters from referring 


the outlines can be made and recognized physicians, cardiograms, and physical exami 


easily; granted. But there, I discovered, is nations. 
the rub! 

Having taught shorthand for some time, SPELLING has never been particularly 
and being sincerely devoted to my subject, | difficult for me, but I found myself struggling 
was very much chagrined to find that I was with the different types of leucocytes and 
having a difficult time indeed taking medical other “ites” before I could take my dictatior 
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ner if Neurol I { nN t 
epartment that , ng t vhateve e patie ‘ iT : 
vil the | ca epartn t t to se 
Va take il i lim lerk i sp < iv 1 € 
ir se Lloweve I sta I tions ‘ " " intly wha 
putin t ‘ \ ! M - abbre ations W ‘ s a ‘ 
| soon | it | irl I lift It ecause 1 i $s a 
| tie I | { " VI ] ial tr ivcrayt i p Aft > UK 
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w hk | worked, thi Herence be ’ hysical examuinat sas | ld la 
t if ! 1s ( <% il \ a wre ile : | t c Vin al Mary t iT c mh ‘ ‘ 
patients in i i A te sa we t ike cast ; t of the 
had to be sé \ vould n e pati spital ) When I saw t , g of t 
rapidly to othe $ { taft { vords onnection “ est -_ 
thought that a great V } ld be story t took mu ess ( lea then 
eliminated b tat xamit grit I wrote the words al " wok then 
» the ma cw | t wa esent me, where I made s itlines f 
\bbrevia ms were ( nly t mM them al got then 1 ny m l 
or the lepartment : that the patient 
p mn iK¢ | tatior he sic i i thie n 
r ()ne was ¢ x pe ted t i ese ke tel 
| Cl hi i vil pa ilytics ! etweel tine bringing 1 patients 
irious ery ! i | i seases is vel there was a slight delay ind t very tew 
is epliepti + il i l ‘ I it { bre it Inwy spells \ \ t very 
vere ften br if ) stretchers ei ( lf t took son tin A pacvent 
nternes with the stati ” s ¢ Aryiin { hye ix i le < il voice 
patient in front ot pewriter a the ver my should sa Pleas ake 
tall ct I iru y ation as ! e mK a that i Ww 1] 
le patier was ¢ in ‘ A! t] rs “ anothe letter | s W t n all da 
lay I discovers | nanner of examuinatiot with notes coming in m different doctors 
was almost routine, somewhat as follow ill over the building to be given to certai 
P. E.” (Physical Examination) headed t) patients when they visited the clinic, It meant 
sheet. This was followed by Keyes é ” that one not nly ad to b able t type ac 
normal (extra-ocular movements, curately and tast, but one never los¢ 
ind so on, with all of the organs « is head or even rest for a single minute, 
n Neurology in order At the end, a diag | don't mind telling you that | worked ove 
nosis was made, but not until the patient was time to get my letters out The girl whos« 
wheeled out of hearing The sheet was thet place I had taken hac been there fourteer 
taken out of the machine, signed by the vears and actually worked mechanically. | 
loctor, sealed in an envelope, and given to wasn't at all able to work mechanically 
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absorbent cotton 


y, 
adhesive plaster 4 r 
bacteriological 

examination 4 ” , 


bic hloride of 


mercury ( 


/ “ 
) 


d 
cardiovascular ~— 


blood count 


blood vessels 


t > 
compound fracture 
oe 
delirium tremens 
) 
family history J—-f 
hypodermic injection 
intermittent fever 4 6 
inunction of mercury e¢ = 
a 
mitral stenosis yt 
post mortem examin 
ation 
red blood cells yy 


scar tissue 


white blood cells ( 


white blood corpuscles be 


acromegaly 


. GO 
aorta d 


> 


apnea Lo 
autopsy ¢ 
éZ/ 
bicarbonate otf soda Z v4 
é 
bronchial (. 


calcification 2 


carcinoma —~ yw 
= -— 
cardiographic o " 
a 
cardioneurosis > 
: me) 
carminative ~ 
cataract oO 
catgut _—_~., 
cerebellum és 
cholera ~~ 
cirrhosis ey 
clonic spasm —_—= 
f 
corneal 7 x. 
corpuscular _ 
«a 


debility ( 


or 


, 
dementia precox ai 
a—y? 
dermatosis 
. ao 
dicrotic 
¢_ 27 
lil 
dilatation 
a o> 
drainage tube ( 
cg 
dyspnea i 
elephantiasis e744 
F aie < 
endocarditis oe 
engorgement - 7 
enzyme — 
2P—O 
epidermis C 
epiglottis | es 
? eructation 4 
erysipelas ey 
. ¢ g 
esophagus 7 
eustachian ax” 
se 
f ) 
filiform - ia 
formaldehyde 7 © © 
ganglion “Hin 
gangrene we 
genupectoral ZL 
gnathic 


ichthyosis 
infraclavicular 
inoperable 
insufflation 
insulin 
ischemia 
knee-chest 
laudanum 


lithotome 


locomotor ataxia _#»— 


—% 


mandible 


medulla oblongata a 


meso-appendix -, 
OL 


Cr 4 


moribund condition wer Pr 


micro cephalus 


morphology —~<z 
myasthenia —o 
myoma —2—o 
nasopharyngeal 


Gs soe 
—_ 
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General Medical Vocabulary 


neuralgia —— 
neuroglia ae 
neurogliar —— 
node - 
A 
nodule . 
nosology : 
nux vomica ) 
ophthalmia : ZB oO 
oy 


ophthalmiatrics 2 re, 


orthopedic <f 4 
c 
otiatrics “9 
palatal © oo 
* 
pampiniform —A 
: 5 
pancreatic f— 
o oO 
paranoia {9 
‘ (2a 
paratyphoid 7 
i“ 
parotid 
patellar reflex y a a 
. . } 
pediatrics C , 


pemphigoid oe) 
“ 
Co 


v 
pituitary 
pleural cavity Cc 
pneumococcus 
polypnea  —_ 
probang G 
pruritus ea O22 
pustule 


pyonephritis ot 


rigor mortis —~—>»—+“ 
salivation ec, 
serous 7 iy 
serpiginous A 
small pox +2 
spastic 4 
strabismus 4 
supperation @ 

ns 
turgescence 7 ) 
vaso-motor Ig » 
venomotor ~~,” 
volar 
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Forms for Special Groups 
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CELL desmoid tumor laparect . y 
ow A ) LL w# 
acid cell 9 false tumor } myectomy “ 
air cell Oy, innocent tumor oy nephrectomy r 
/ § neil on 
balloon cells 6 a, splenic tumor a ostectomy 40 
-” 2 a 
basket cell SS transition tumor “¢ otectom) Pd 
at 
bone cell LZ VEIN phiebectomy « ” 
7 yi 
corneal cell —. cephalic vein - ~ splenectomy . ‘ —_ 
’ Fe 
cylindric cell ¢€ 2 emissary vein . . tarsectom) 2 
’ Cx 5 
y 
dentin cell frontal veins ( o thoracectomy 7 
>¢ ? f ~ 
epidermic cells ¢ jugular vein ZL +} _, tonsillectomy « 
> 
fiber cell rs median vein CM ff -OTOM Y—<erting inte 
met a .G lial ay , 
nemory cel Ly” radial vein —— cehotomy © Pp 
motor cell — splenic vein C 9 gastrotomy 
. oa > 
olfactory cells < ,) ulnar vein 2¥> intercricothyrotomy o 
. ts JT : 
parent ce 6.” MACRO—terse iridotomy as 
taste cells , 7 
f macrocephalic 4 . laparotomy ‘ f 
' . , . ‘ © 
tegmental cells j 2 
macrocornea “oO myotomy >» 
DUCT—e pesseage or tube 
a macrocyst 4 nephrotomy / 
adipose duct OF 
macrognathia Ss osteotomy , 
guttural duct .-—.~~+} F 
; 
macrophage ‘ ototomy ‘ 1 
lacrimal duct .| ¥~.+>}~ 7 ’ 
macrosis j phlebotomy a 
nasal duct -— 
- ( 
an , -ALGIA—pein sclerotomy ‘ > 
secretory duct ». o> 7 , 
adenalgia 0 splenotomy < a~ > 
tear duct A ; F 
celialgia . “ tarsotomy an 4 , 
GLAND 7 
on , a x 
' gastralgia ‘ 7 thoracotomy : 
absorbent gland ( ; : 
- myalgia a tonsillotomy 
acid glands 2 7 
: : nephralgia r tracheotomy —O . 
arterial gland on 
—~ ostalgia »* F -RRHAPH Y—eeture of 
blood gland ’ y / 
otalgia “~—7F celiorrhaphy r —7 
conglomerate . 
gland . <— phiebalgia myorrhaphy a2, 
’ gE , j - af 
cardiac glands > } splenalgia pn «of nephrorrhaphy / 
"~~ / <—4 
carotid gland te thoracalyia _— y osteorraphy / oO 
: / o 
/ , 
miliary gland _-e @- trachealgia — , phleborraphy C7 
) —— ' ( 
pyloric glands 4 —~—— -ECTOM Y —eacision splenorraphy ) ox, 
5 6 af » 
serous gland adenectomy a) tarsorrhaphy a 
2 to * 
suprarenal gland _ a adenoidectomy Oo -STOMY—+te meke «a communica 
_— ’ then or mouth inte 
me 
TUMOR . appendectomy (—/“ gastrostomy fp F 
benign tumor bs cehectomy é - nephrostomy Sf 
/ 
= > 
cystic tumor yw gastrectomy - thoracostomy 


ad dé 
J 
dermoid tumor ~ iridectomy er tracheostomy ~~; — 
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fron es F. 1 t at the Hospital, b 
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plat a l | t trie pre ita 
tion—getting them rea to he i 1 he 
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‘ y ke this Stere . tid 4 
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ones, Mary F 
Mosher-] t H 
‘ impus 
A-P la f 
P ur ! urkings 
Ey f gs 
La ’ ft 4 u 
N re x % e 9 
DIAGNOSIS ‘ 1. r rt pu 
i j 
M I Suirn, M.D 
Wes 
Ihe doctor cam ve ea ay and idl 
me and one-hal urs nly t ead t 
plates There were ijways irom twent 
ve to torty-eight plates to he read 
rather, in that one hour and a i 
plates had ( irranged betore ‘ 
, In order to save time I alwa 
had the names at numbers t ed be ( 
and on my sheets, and as he picked up a 
plate we hecked [| had to listen very 
carefully as he pulled the plates in and out 
to catch the words [here wasn't time for 
im to keep repeating, so I had to know 
ind understand the words immediately t 
get them dowr rrectly lo talter m a 
word meant getting behind 
lo be privat ecreta to any one persot! 
was impossible at the Health Service. You 
< i ( i al i€ ricaithl Pe | vice ou 
had to understand the work of all in ord 
to do your own, because all hospital routine 


verlaps and the Healt service is really 
smal hospital | staved there three vears 
until January, 1938 


Ir 


stenographer 


one wants to be a really good medical 


i 1 
able to take dictation 


' 


material accurately 


and get out the 
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The “Hoosier” State —°¢,°1,he marys of our industrial age. The 
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Statue at Fort Wayne, of the “Young” Lincoln 
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Vice-President Thomas R. Marshall, Senators 
David A. Turpie, Henry S. Lane, Hendricks 


Morton, Daniel W. Voorhees, Albert Bever- 
idge; in the arts, James Whitcomb Riley, 
beloved Hoosier poet, and the well-known 
authors Booth Tarkington, George Ade, Ed- 


ward Eggleston, Meredith Nicholson, Theo- 


“BUSINESS QUEEN” 


C. B. & Q.’s Secretary and Assistant 
Treasurer Began as Stenographer 


By GOLDENA M. FISHER 


success. This may be true—it does 

take, among other factors, determination, 
alertness, study, and application; yet one lady 
just reaching a rarely attained by 
man or would have us believe 
in that “royal road.” This “business queen” has 
not only taken over the work of one execu 
tive but the responsibilities of two—and all 
because she knew about the workings of these 
departments better than 
the organization 


iz is claimed that there is no “royal road” 
to 


pinnacle 


either woman 


any other person in 


A SHORT time ago, Mrs. Edith Jarvis Al 
den was elected to the office of Secretary and 
Assistant Treasurer by the Board of Directors 


of the Burlington Railroad. She is the first 
woman to achieve such a throne in the 88 
vears of the Burlington's existence. Mrs 
Alden succeeds Charles I. Sturgis, who re- 


tires at 78 after 58 consecutive years of serv 
ice to the company 

In conjunction with the selection of Mrs 
Alden for this responsible position, Ralph 
Budd, president of the Burlington, said: “In 
promoting Edith J. Alden as secretary and 
assistant treasurer of the Burlington lines, | 
feel simply 
even may be 


dent. Mrs. 


that we are recognizing merit, 
disregarding prece- 
Alden has proved her ability and 
will enter upon her new duties thoroughly 
qualifed by experience and temperament. | 
do not know any reason why Mrs. Alden and 
other women officials of railroads should not 
look forward to promotion on a strictly merit 
basis.” 


though we 


THERE is a romantic association of the 
Jarvis name with the railroad whose Zephyrs 
inaugurated the streamline diesel-powered era 
in the United States. Mrs. Edith Jarvis Alden 
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dore Dreiser; the McCutcheon _ brothers, 
George Barr and John; General Lew Wallace, 
famous soldier and writer; Will Hays, movie 
Czar; the renowned painter, William M 
Chase; and in commerce, Elwood Haynes, 
father of the Haynes car, one of the first 
gasoline autos built in this country 





Edith Jarvis 


Alden 


has been referred to frequently as a veritable 


child of the Burlington, as she was born close 


to the Burlington main line in Burlington, 
Iowa. 
Harry E. Jarvis, Mrs. Alden’s father, who 


was clerk in the Circuit Court in Burlington 
in 1881, became private secretary January 1, 
1882, to C. E. Perkins, then president of the 
Burlington when the railroad’s headquarters 
were in that city. From this point let Mrs. 
Alden tell her story 


IN May, 1918, a very young widow with a 
son of six, I was offered a job with the Bur- 


lington Railroad to handle the Liberty Loan 
drive among Burlington employees. I knew 
this was a temporary World War develop 


ment and decided that a stenographic course 
would be advisable if I was to remain per 
manently on the payroll. I therefore enrolled 
at evening school in 1920. The following year 
my opportunity came when the Treasurer, 
Mr. Sturgis, needed a stenographer during 
the summer vacation of his own personal sec- 
retary. This resulted in a permanent choice 


when his duties demanded an extra stenogra- 
pher. 

“In the next office to Mr. Sturgis was his 
assistant, known as the Burlington Secretary 




















os 
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This was my father, Harry Jarvis. In addi 
tion to my work as a stenographer to the 
treasurer, | was given an opportunity to assist 
the secretary. Father was of the old school— 
meticulous to the last degree in handling all 
detail work himself. Gradually I proved t 
him that I could carry through a task with 
the same degree of efficiency as he. More and 
more duties were given me. When father 


was taken seriously ill in March, 1922, and 
it was found he would not return to the office, 
I was made assistant secretary 

“The cooperation extended to me at all 


times, but especially for the next few years 
was marvelous. I was asked to ‘listen in 
at interviews between Mr. Sturgis and the 
general counsel. | found myself called on t 
enter into discussions of intricate problems 
and finally was handling many of these prob 


lems alone 


Mrs. Alden portrays what one may accom 
plish without college education, because she 
married soon after leaving high school. She 
learned corporation law and other “legal as 
pects of t railroad business on the job 

he ‘ 


Her big moment 
after she started as a clerk 


BIG business offers women many oppor- 
tunities,” says Mrs. Alden, “and one of the 
best ways for a woman to attain success is to 
understand that she is participating in a man’s 
world and should adapt herself to doing things 
a man’s way. I believe every girl should have 
business training, regardless of her station in 
life. She may have her heart set upon mar 
riage and a family as a career, but some 
knowledge of business requirements and meth- 
| 


ods will help her understand better some of 
her husband's problems. And, too, she may 
have to strike out alone and support hersel{ 


some day 
Mrs. Alden has a variety of hobbies, topped 
by her desire to grow flowers, get out into 


the open country, swim, and travel. She 
chooses books relating experiences of others 
in foreign lands, likes good fast-moving mys 


tery stories, and won't play cards because she 
would rather visit than worry about suits, 
bids. or scores Mrs Alder is presi lent TI 
the Altrusa Club and a member of the Alli 
ance of Business and Professional Women o 
Chicago. She draws a line between these an 
purely social organizations. She prefers the 
business women’s clubs because there she 
hinds hard-headed, hard-working members of 
her sex who are striving for recognition in 


a man’s world 


; 
I 
j 
J 


. _ ° 


THERE is no substitute for thorough-going, 
ardent, and sincere earnestness.—Dickens 


HOW 1 GOT MY JOB 


Experiences related by one of our 
readers for the encouragement 


of fellow applicants 


FTER receiving an appointment as a gov 
ernment clerk-stenographer last spring, | 
resigned my position with the local branch of 


a large corporation. When my resignation be 
came effective, I found that I would have about 
two weeks of leisure and decided that I would 
find some work to do rather than spend the 


time idly. Since I did not wish to continue in 
my old position (although my employer want 
es 


ed me to), I began wat g for some positior 
which I could take for the two or three week 


I 
before | was to take up my government duties 


One of my duties in my old position was t 


I 


read 


t th thee wn it ne i hye ssues | notice 


the daily commercial paper which came 


in advertisement tor a competent legal secre 


tary Although I knew that I could not tak« 
a position pern anently, I wrote a letter t th 
advertiser, expla ning my situation clearly il 


expressing my willingness to work tor the 
short period if he should so desire. I had had n 
previous legal experience and expla ned this i 
my letter. but also added that I had never et 


countered any difficulty in adjusting myself t 


inew pr sition 
On the effective date of my resignation, | 
received a_ telephone ill from the man t 
whom I had written my letter, asking me to see 
hat I left my old posit: 


him. The result was tha 


mn Saturday and took up my new position 

Monday morning. After two weeks in the law 
office I was notified that I was to take up m) 
government duties. I notihed my temporary 
employer and he, in turn, took time to have 
quite a talk with me. Among other things, he 
said that before | ne to f fice he would 
never have considered anyone but a feminine 


the masculine variety), 


stenographer (I'm of 
by 


but after seeing my work and the way in whi 


he had changed his mind 


I handled my duties 
In addition. he offered me exactly what the 


government paid. Since the government pos 
tion was in a small mountain town 
e for which I was to work was, perhaps 


I decided to remain in the law 


and the ser 


temporary, 


fice. It is one f the largest al ne tre 
yidest in the state. The head of the firm ts a 
man kre wn all over the and has be 
sides his law practice, a sponsible government 
Although his government office is kept 

position. Al Q g i 
entirely segregated from his law office, I come 
bot ngles, although I am only 


in contact with b ing! 
his legal secretary. The work is pleasant, the 
remuneration lucrative, and I have the position 
because | wanted temporary work to “fll in’ 


and went after it'—C. W. A., Oregon 
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SEARCHING OUT LOST MOTION 


An analysis of the tools you use and the way you are using them 
will often lead to discovering what is retarding your progress 


By JOHN ROBERT GREGG 
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your writing t see i t Its neasure 


up to a readable standard, write tor another 
minute and concentrate on the “snappy re- 
turn” of the hand at the end of each line 
\gain note your speed 

See whether there are any “blobs” on the 
ends of your strokes When you finish a 
vord speedily, the end of the outline shows a 
gradual tapering off instead of thickening. R« 
1 same sentence, being certain that you 


ire developing a good “get-away” stroke. 


i 


af & : Le, 


Vs fy =p 
OO 7 Cc < 
| 1 appre ate uy answer to this letter 


HOWEVER, i ur desire to get nicely 


tapered ends on such strokes as ¢, d, and th, do 





not—as some writers do—let your hand fly into 
the air \s a result, they il rt ntrol 
the hand quickly enough t e next 
uutline without loss of time ry follow 
ing sentence, being sure to retain such control 
ver your hand that you are ready to writ 
the next word almost immediately after you 
nish each upward stroke 


« dati n th note a the date im the time rex 
faiied to correspond 
’ | | 

Practice also for quick return to the lime 


from the end of downstrokes. Note that capi- 


talization marks are always written upward, 


so that the hand is directed toward the next 


) ° 
~~ “ 2 ‘\ 
( nt 
‘as 
have ef for ave been laboring for 


wdge Philips and am hungry 


he same is true in phrasing 


con be made, 1 should be, we could not be, to ob 
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ain he would be, they have not yet would ithe 


Let the last stroke return the hand to the 
line of writing and you can maintain the con 
tinuous forward motion needed in writing at 
top speed 
CONGRESSIONAL Desate PHRASES 
(See opposite page 


t, abs 


Able to pay, about a month, about the resu 


utely essential absolutely mpossible ad valorem 
sccording to his, against him, all over the land, along 
the line, American government 4dmerican people | 
result, amount f money uppropriation bill, as ¢ 
whether or not, assistant district attorneys, Attorney 
eneral;: because of the fact that, brought about 
Call attention to the fact, call your attention, called 
upon, ¢ 1 Service examination, chairman of the com 
mittee sfigens f the United es come to thre 
ncolustor Committee f the Wh common people 
ngress i ting fed States ’ fution f tne 
mted States t of lewis “nse action. Court 
f Appeals, ¢ rt Clan ‘ roow 
Department f Agriculture, Department of Com 
merce letermine the facts difference betweer dis 
trict attorney. directly or indirectly. due to the fact 
that: even though, ex-service men; farm board, Fed 
erai courts Federal Treasur } ( ernment 
Finance Committce, Fire Depeartn f i car, fl 
utr fiood relict, form f government, freight rate 
friend from Alabama, fr j ’ rom both sides 
rom the law 
entioman from Micl rnment f tne 
mited State rand ’ novess. House 
i Represent es froel ty f cer agree / 
have heard, / k at wt, 1 move trike ut, | pro 
test, in the house, in the sestion, in the Umited 
States, tn viet fy the fact , “ur mind, mcome 
tax, interested in erstate mmerce Commission 
wes said nt memitlce ’ t ve ufior pumsor 
Senator from Alabama 
Ladies and gentlemen, League of Nations, let me 
say jet us sider many i loliars may 
ask. mean ft say meomber the mmittee, member 
f Congure embers f tite ce members / 
the ii Sé mer comer nal ive? mignt as utili 
, ions of lar Wis pi i er, M issipm Val 
iey moment ag ” et rik Vr ( AaiITrman 
Mr. President, Mr. Speaker, M ‘ us, ™ pin 
nn my re 
Of the lau n bot les ntrary mn the 
floor of the House n the floor of the Senate, on the 
ground that the n the (her side n this floor, one 
mwa y vy the ther Nn e sidé vr the ther ther cw 
umstances ther da ut of the ¢ niry ut of the 
tay peculiar rcoumsta pend amendment 
pending bill, pending resolution er mia Railroad 
people of the untry, peopl f the nited States, per 
annum, period of years, period f time, Philippine 
Islands, point of ew, point out, point of order, Police 
Department, ! ‘ cadauarters. | t Office Depart 
ment, practical mes ind womer Pre lent of the 
United States, protective tariff, purchasing power 
Rank and file. raw materials. reasonable man. re 
sterating the, revenue bill, right , wrong season of 
the year, Secretar / foricu re ections f the 
uniry Senate momitlee enate if the United 
States Senator from {iahbama nior Senator from 
Nebraska, session f Congres et side, set forth 
some day, somebody else, South America, square deal 
state of affairs, state f the umion, statement of facts 
stock exchange, stock room, striking out, stolen prop 
erty, Sub-Treasury of the United States, such @ 
course, sums of money, sum of mone supposed t 
represent, Supreme Court of the United States 





f Take care, take into consideration, talking about 





tariff act, tariff bill, tariff for revenue only, tariff law 
tariff legislation, tariff rate, tell you, that the result 
that was, that was done, the fact that the, the law 
thousands of dollars, through the, through this 
throughout the, to admit, to carry out, to examine, to 
mcrease, to my mind, to observe, to strike out. te 
take into account, to take the matter up, Treasury of 
the United States; unanimous consent, under the cir 
umstances, under the laws, upon both sides, upon this 
floor; wage earners, want to sell, World War, we are 
aware of the fact 
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Congressional Debate Phrases 


Special forms for phrases that frequently 
recur in “Congressional Record” material 
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Saint of Stenographers Honored NEWS IN WORD 


at Feast of St. Genes 


= 


x le 1s i 5 ties 
CCORDING t } lip ing eceived trot t rewriting spe 1. but t t tter that a | 
Mr. George F. Niklau nie ir ol lara rporation takes the trouble to arrang« 
friends in general shortha eporting practice r their employees to see how it is that 
it Boise, Idal the f Arles, Fras ré the “champs” do it! Good for Swift & 
ent! elebrated st. (se Ss, pat npa ! 
ot ste api 
apt op ‘in the Oct / Christmas Greetings 
su ti , land if Sonty rea 


was born at Arles toward the lose f the VERY Christmas brings erest 
‘rd centurt lle n fort iy frnet ns ing messages trom ts roites if t he ta 
‘ rs f the worl Le ¢ . 


i notar at j 1 tranecribed ubli act corm he \ Id We L let 1s 
ind reco tructe | ‘ rol vord e <neec es them ill but space will I t permit Never | 
‘ ere | ] Hy 5 I na I l : t 
fiate eos en = thes | 
| i ( edi iit il | 1 he \ 
lages bear | in ir the sit ! ca 
i « ape! is been | 1922 ( ‘ £ 
iphe were | | i i \ ‘ 
place la plaque i ‘ t ape! 
| no} I he pa 


Flying Fingers 


TRNHROUGH + te i Mr 4. D 
White, of Swift & Company, Miss Helen 
Wilkes was able to ire the picture (below 


tf a demonstrat e witnessed last summe 





in Chicag Interest t technica i 





vancement : % ie grap epartm 

Mr. White wrote Switt & Compa \ ive ea is the la vord in moder 

invited Albert Tar vorld istest typist nstructiol wit a entire I cor ete 
to stage a demonstratior t the General Ofhe: t ist concrete runw il f wns tor | 
Chicago There, be I i rouy t stenog inning the ma nes underground, where a 

raphers, Mr | I ra W If m pri ted p le fi t al he ke t 1 ble t nemy eves 

at the rate of 142 w ls a minut at the sarne nm case ! Wal ind sat I nvading bomb 

time adding figures ¢ m by an assistant ers; and where, in pea r war alike, hu 

Students I s i €! ! le ed t s¢ | . planes cal lar ! take tT it the 


same time. W heve ir int 
ant must have been right, for one 
can almost see .the individual 

crete blocks in the original pictur: 


certainly looks streamlined 





A Bit of Filing 
History 


T wasn't until 1892 i e firs 
vertical é ; ndence 








was made. Libra Bureau made it 
at the suggest I D R yseneau 
wh ) Was Ss ta i | i ty T 
ganizati i " New York 





Tangora puts on a demonstration for the girls of ind behind guides and he asked 
Swift & Company a hle in wl 
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AND PICTURE 





esp c 4 SimMiial lasnmiol! 
is first vertical fle was exhibited 
e World's 1 n ago in 1893 
Today scarce an othece is so small 
" st it ( ne tou 
we ( ‘ ea a few 
i ve i ‘ sible 
\ Trix an Size ec rds 
is growl! ' leaps 4 | bour is 


| Two Leaders Meet 


' ; i] anniversar\ fs. ta D Dr. Gregg looks on while Colonel Batista writes his 





5 | | , I“ : 
sregg Octohs xp note of tribute in the Spanish Gregg 
meet m | i i . 
But o ‘ i i \ 
y rk ce \ Cada ‘ . 
v« \ il 4! ‘ ! M i 
p iTan t i! ~ 
’ A slig i i 
l all 1 i 
ga precede l) (; , 
] ue i i il Da bs : . 
ela L he \ é i ‘ i ‘ 
.] ’ 
‘ , 0 il . ‘ } ‘ ~ : | 
L) reg? \ i i i 
( ] e lu . 
| Wa i ‘ é ] 
lY ( 
eaders n IX 
' Te 
| was : tna that 
in, for the Colonel retains all th wm College Merger Rounds Out 
: S 
for the t that sracterize : ea E ° P 
hein’ a 7 an one Uxpansion Program 
S ‘ p s, a s a 
kilful per He pr lt t l t t 
eee a ee YOMPI TING an ext ve eX] 
Dy sitting wn at the tabie at \\ gy ‘ 1 
| gran ‘\ j ( ey las 
(,regg _ rt note i g tituck ' } ' , . ‘ , 
5s : . att { H Vntow 
vide ne \ p 
\ a } ‘ ves R , p 
rk nm ex \\ as T 
‘ ‘ ; y . tix t i cw \ 
ine fh st W i ‘ ! . 
I * i i wh WW I 
M pe t , 
pe W 4 geles 
stas 4 ! 
. . ’ ; W 4 ipa OU) ents a i 





College, Rutland, Vermont! In line w the work u ‘ growing afl 
general revival of interest spelling bees structors i Mr. W ter 
Principal Egelst writes that he is g the expa , 
ducting a test tha ] ( s making Merger ‘ I ‘ | and wnt 
better spellers us graduates—tor which he Los Angeles colleges has made possible ‘ 
should receive a vote - those x pans! t work t ! and mo p 
graduates p spective em] eld. al } i I business adn 

It is | ed i trat I st I § i i 














ART AND 


CREDENTIALS 





Girls of the Mercyhurst College O. G. A. Sorority at Erie, Pennsylvania, that is cele- 


brating its fifth anniversary this year 


enthusiastic Greggites every one! 


Our Readers’ Forum 


By FLORENCE ELAINE ULRICH 


JUR 
over to its correspondents 
at from 


this department 
this month, 
informational 


editor 


s turning 


knowing t! these 
| 7 


gather useful suggestions as 


itself t 
they are 


“chats” you wil 
#] ® that , 


well as ne interest it attaches 


hearing from others about what 


doing 


THE O. G. A. Sorority of Mercyhurst Col 


lege, Erie, Pennsylvania, is celebrating its 
Fifth Anniversary, and the secretary, Marion 
Weschler, ably tells us something of what 
this fine Chapter is doing 

The O. G. A. Sorority of Mercyhurst College, 
Erie, Pennsylvania, in celebrating its fifth anniver 


sary, takes pleasure im greeting the readers of the 
Greco Writer, especially its own members! 

Perhaps nothing else reénforces classroom 
ing so much as an active, progressive 
This is particularly true in the field of com 
mercial education, where a great deal of the subject 
matter is of a technical or sk nature 
never before, everyone knows that 
ability and skill, 
traits must be developed 


teach 
interesting, 
club 


Today as 
over and above 
attitudes, ideals, and 
personal A_ well-directed 
club provides opportunities for activities that lend 
themselves admirably to this objective. 

We feel that we at Mercyhurst College have in 
our O. G. A. Sorority a club that functions along 
these lines, because, through its diversified pro- 
grams, it creates desirable contacts with persons in 
the business world, it promotes interest in the 
teaching and secretarial phases of commercial edu 
cation, it develops in its members initiative, poise, 
confidence, and dependability, and it affords advan 
tages, both educational and social To achieve these 


desirable 


ends, the responsibility for the success of our meet 
ings and our club is placed directly the members 
Program, arrangement, and refreshment committees 
are appointed to handle the mont meetings. The 
hairman of the progran ttee interviews the 
guest s ake r ices hin ¢ eeting, acts 
as his hostess, and late ‘ $ thank-you” 
ette 

Among speakers during the past five years 


have been the dean of our College, the personne! 


lirector from the General Electric Company, the 
heads of the advertising and personnel depart 
ments of the Hammern Paper Company, criti 


teachers, alumnae, and other prominent business met 
and women 


As at neentive to increase technical skill, the 
' 


club members work for the Grecc Writer awards, 


which are distributed to the winners at the monthly 
meetings 

To help finance our club, we publish the song 
, : . : 
book of the school, Mercyhurst Melodies We also 
type at reasonable rates term papers for the non 
commercial members of the student body. Througl 
these earnings we are able to send members of the 
senior class to commercial educatior nventions 


OVER in Singapore that “live 
Writers’ 
activities beyond its 
terests of the past. 
Yew Hock, writes: 


Gregg Short 
Association is expanding its 
strictly commercial in 
The vice-president, Lim 


hand 


A Literary Section has been formed, with the 
following principal aims in view Monthly (bi 
monthly, if circumstances warrant) literary meetings 
will be held, in which two members will address the 


gathering on any subject they like best. Debates 


will be conducted, and later inter-association debates 


A Manuscript Magazine will be 


will be arranged 
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Miss Jacqueline Peters, {f the Johnston’ editions of our newspapers appeared in some 


! ‘ 


Scho Business, Billings, Montana, knows such convement n probably 1 








ments 
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aiiy 
i . ewa 
in Husines 
A i an 
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oe 
egies 
{in attractive cover for some of 
last year’s Contest papers. All 
1939 Contest entries are due 


March 15 


Illinois State : ght y 
ving el 
ese | 
tral 
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Cas an 
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ese students 
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*~bruary Test Materia 
: ¢ < Ss ViALeCrle 
' * 
tii clubs of test papers should be accompanied by a typewritien list / mames to expedite checking 
' and insure accuracy in making at certificates February opy good «a membership te 
| watil March 25, 1939 


Test Copy and Instructions 


0. G. A. Contest Copy struments and Changing Technology pre 


pared by the National Research Project ot 
Although the Contest Copy may be submitted for 








, , > : ; 
membership as well as Contest if marked “‘Membershi; the Works | rogress \dmiunistration 
Examiner and accompanied by the membership fee a Altho rh ndustria nstruments have 
separate membership test is provided (see page 296 . = 

! for those who wish to use it some instal Ss served ft d S| la or, the 

The Contest Copy is given below, for the benefit of : . 
entrants wh missed the December magazine All ive aisv ed t . i . 
specimens to be entered in the Contest must be written i } . ‘ . . . } 
developme of si lew services O prod 
from this copy not from the February test ’ 
Contest entries must reach us on or before March 15 ucts is t maditioning radio piast 
: : sutomobdils ind planes 
Ye I nd S ike i pi nt t in vro 
Instrument ke 1 precision control 
. 
fait , ke er ‘ s¢ t \ 
ot processes 11 etl n the use of 
tret 
raw mat : t nd equipment 
> , 

i Read ihe Ss to mpress pon us the 

_—" ' , \MIany mod tact plants en 
large field of knowledge in which we have . " 

OV Seve ad | nents nm the 
littl or no experience earning a litte | 
t | | i i’ t nroductio d t the large 
owt in subrect ve VOU pose n con 
"@ he _ oncerns use t ds Such industries 
rsation on rehensic ster } ‘ , 
ve { nprehension in | ning ind petroleun ahi. ad peenahiie anes 
. ' 
more nio t ontacts wit 1 I elliow 
r mta \ h you telloy ‘ turing . hea, nstruments In 
met the heat-treat ! tee skilled rattsme 
> . 7 ; ' hy 
BR t ere some t nvs that can ¢ sed to dve the te perat e ot the stee 
rned do Skill in writing these } 
ea d lou Kil t ! \ re | ntroduction of the 
cnar ters Ss one 0 t 8 nd You 1 \ . ° ° } . 9 
pyromete ! CaAsSUres 
. ‘ this my re tt ) tin S ’ , P " 
‘ [ uy nal ind ind nd te a ‘ ‘ min ed the 
| | ( ¢ if ? sort nu _ - 
provemer ut if eed { ' k thre per m st 
th, aenenttns wo ‘ +} , 
\ vive Oo Lie ndividual required . ‘ - to revulate the ter 
. . a ti nanner ‘ rit 
Ke i c nne n which you write perature he seq t development of 
tiie t t \ mprove \ technique te ‘ , ’ made 
, ’ » : 
' 
boxe ‘ ‘ es with ttentive work ae — . ' , st entire 
, P . wo notes< } . 
lt \ eve ) t in t 1 ton > | . P t< Corpo it ny auto 
proved | ‘ nade " wd b nn ° 
v . - Ss d c} n mat 0 t cs ire ad supel 
Devote si e time each day to their im 
seding simy dicating and recording type 
vel ind your SKili will grow rapidly Instruments ' nit mommies y the re 
duction yt t t ‘ " ntenance ot 
mitorm operat onditions d y the use 
Junior O. A. T. Test of cheaper raw materials into product 
equ ! q t t t sf ed mn nore 
Copy this tes your best style, single-spaced, with 
ter 
no strik vers ean type, even margins, and good exNperisive tis 
placement n the page See if your specimen will not 
rate one of the Club Awards as well as the Certificats 
INCREASE IN AUTOMATIC CON nm 
Senior O. A. T. Test 
, “p 
TROL IN INDUSTRY he widespread 
o ' nth or r ol 
ntroduction of measurement devices and For this month's test make @ correct y the 
Rough Draft on page 282 Instead of the usual two 
itomat ontrol instruments in industry pages, keep the entire test on one sheet, placing the 
. tabulation in the position indicated on the copy in- 
} ne he 
Has Spec de d up produc tion, mprov ed the stead of on a second sheet. Watch for misspelled words 
i] tv of produc ts. redu ed osts and in Not all of them have been corrected in the draft It 
; ; - 1s well to accustom yoursell to assuming the responsi 
re ised the productivity ot tabor This s bility for correct spelling early in ¥ r practice, tor 
you will be expected to do so on the »b even if not 
are , renart . , 
1 report entitled “Industrial In ealled to your ettentice 
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A Typical Rough Draft 


(Copy for Senior O.A.T. Test—Parts | and il) 
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> 


+ 
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fpatecew 
Nhoaonit+s + fo r [A , ara a? au or 4 + Ih he = 
vespit Ne, Fats whic ire aiways with he 2 





verys ptimist A 1 n odusin 1S 3 n f ges Every new 
vention and discovery is hailed by the general pyblic as a 
mij f thing thatYperhaps” ne day mest en- 
° ut { l Amé ca 3 ye to eye on & ingle inven- 


tion r discovery, for the simple ason that each new sity tl - 
it ges avgne the very exist ce of rti we 

a nploy&S men and women eaten tae tee eg 

(ra oude alent 4 sli) breu tk Jo 


. amn 1? S+eoa a Pma ow vY + + ‘ +4 new 
Th ceryos®@ne lamp in all its f rms, from the iny bed- 
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ain J \ wid u AVA a a? nan- 


m variety still seen on remote 
. a / : .+ +4 . 
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. hs : 14 r Rie om >. 
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February Competent Typist Test 


Use double spacing im typing this test 


Bard ebm SB mg hm DE ny ~ 4 BA Ey A 2B 
counting the gross mumber of strokes written ae 

A long time ago there was no advertising. Every man SJ 
with something to sell had to tell people about it personally 115 
and individually. This was not a great handicap in those 173 
days, for no one had very much to sell. 214 
But as soon as large-scale manufacturing was begun, it 269 
was necessary to find a way to tell many people about prod- 327 
ucts, and to tell them quickly and all at one time. To fill 388 
this need, advertising naturally developed as a universal 446 
business process. Without it we could not operate large 503 
factories making goods for millions of consumers. $54 
Advertising is sometimes spoken of as a special kind of 610 
business, as a separate industry supported by other lines 668 
of business. It is no such thing at all. Advertising is simply 733 
a part of the process of selling the products of every indus- 793 
try. It does the important job of telling people about mer- 852 
chandise and where to buy it, and it stimulates their desire 913 
to buy. 922 
It is not enough to make goods and to transport them 975 

to places where consumers can buy them. The public must 1032 
be told about the goods—how desirable they are, how peo- 1088 
ple can make themselves more comfortable, more healthy, 1144 
or more happy through buying them. In other words, the 1200 
merchandise must be sold, not merely placed on sale. Ad- 1256 
vertising does a large part of this selling, and there is no 1317 
other method that can take its place. 1356 
In performing its selling work, advertising shows us 1409 
the way to better living, by creating desires for better 1466 
things. Through conveniences introduced by advertising. 1523 
the burdens of housekeeping have been made easier and the 1581 
family diet has been improved. Babies are healthier and 1638 


homes are more sanitary because of the educational influ- 1694 
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ence of advertising. Newspapers and magazines are sold 
for a few cents a copy and radio entertainment is free, be- 
cause advertisers pay most of the costs of these three great 


mediums for advertising. 
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Strokes 
1750 
1808 
1869 


1895 


While doing all this useful and valuable work, adver- 1947 


tising costs the consumer nothing, because it is the most 2005 
economical form of selling and lowers the cost of distribu- 2063 | 
tion. Advertising is the voice of industry, telling us all how 2127 
to live happier lives and how to make our money go far 2181 
ther. — Bureau of Research and Education, Advertising Fed- 2186 


eration of America. 


(Repeat from the beginning until end of the ten-minute test period 


Questions 


Asked About the Transcription 


Project Competition 


have been 


lranscrip 


Ax MBER of questions that 
asked us about handling the 


tion Project papers may have come up 
your classes also lo clarity these points we 
are passing these queries on to you, wit 
our answers, 

“We should like to know whether errors 
should be deducted from the gross words 


transcribed in figuring the transcription rate 
per minute. For example, if someone is writ 
ing 20 words a minute, would the net rate be 
18 words a minute with the deduction of tw« 
credits ?” 

Since we are not grading the transcripts 
deduction tor errors. 


we will not make any 


We will simply accept as “qualifying” in this 
Project any transcript that has not more than 
explained in_ the 


total num- 


deducted, as 


Divide the 


three 


January GrecGc WRITER 


points 


ber of words written by the time it took to 

make the transcription, in order to determine 

the typing speed per minute. This is some 
7 } 


what different from what we have been used 


to doing, but it ts 
the type of 


more in accordance with 
used in the em 
found to be 


wr the teacher, too 


grading actually 
and it 
| 


handling f« 


ployment offices will be 


much simpler of 
more than three points 


lranscripts with 


deducted do not qualify 


taking a test during any one 
reason of losing 
credit on his tran- 


“If a student 
month fails to qualify by 
more than three points of 


script, do I mark the speed on the card, with 
an indication that the transcript did not quali- 
ivy, or shall I leave the space blank?” 


That's a good 


in red in the 


reverse side of the card give the typing spec 


mark an A 


nth and on the 


question. Just 


space for that m 
(asmmed writ the Lind add enscenl f errns 
itlained, with the kind and number Of efrors 
If errors 


he pi 


suggest that remedial] drills car 


them in addi 
Sires 


vided ror rection, give 
practice on the test 


correction of any fault found 
Aim for definite in 


» repetition 

1 
typical in the 
rease in speed and 


accuracy, and improvement in arrangement on 


all repetition practice on the Project during 
the month after the “official rst test” is 
given 
“Do qualifying papers ea month have t 
be forwarded to you or do I just record re 


on the cards?’ 
You will 


t 
lranscription Project tests on the Progress 


sults 
simply record the results of the 


Charts if the transcripts qualify 


“Should we deduct from the gross rate pet 
minute for the errors made? and how? Will 
show if one letter qualifies and 


does not?” 


the record 


me letter 





No deductions will be made from thx 


gross speed for errors made, but no transcript 


with more thar leducted, as ex 


Writer, will b 


three points 
plained in the January Grecc 
considered as qualifying 

You 


vou desire 


may make any supplementary records 


on the back of the Progress Charts 
chart proper, do not record any 

transcripts that disqualify Make 
an X in red in the space provided, and on the 
back of the chart give the particulars. 


but on the 


speeds f< | 
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Transcription Speed Project 
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Some Facility Drills in 


286 
O vou notice a difference in the style of 
the first exercise this month? What's 
wrong with it [| will tell you: It ts 
too stiff It wasn’t written fluently and you 
can, if you will study it closely, see that the 


outlines look like soldiers on review instead 
of on parade! These outlines should be 
written fluently as well as correctly 


PUT SWING AND PEP into your prac- 


tice Have someone dictate to you for a 


change as you practice, to help you secure 
freedom of movement Glide smoothly from 
ne outline to the next Be precise in the 

st writing of an outline ntil you learn how 
to make it perfectly, then put real “life” into 
it Write at a good “gait” and in good torm 
You can 

see if you Ca ut improve upon that frst 
exercise from the standpoint of fluency 


THE strokes bi, b. pr, p should be written 
swiftly and smoothly—tra-la-la-tra-la-la! En- 
joy your practice! Observe that b/ is rounded 
smoothly almost from beginning to end. So 
is pr, but it is made smaller and the curve 
is “swifter” in the smaller blend. Yet each 
is written with one impulse of the pen. Note 
that the greater depth of curvature is at the 
end of p and b. It is more natural to write 
them that way—you will find such forms scat 
tered frequently throughout your longhand 
writing, as we pointed out to you the first 
month. Bi, bi, bl, bl, bl—about five to the 
line if your notebook is ruled down the mid 
dle of the sheet. (If it isn’t ruled, you should 
rule it.) Eight to ten pr’s on a line—and 


written to a faster tune! 


IN our next exercise we want to secure all 
of the speed we possibly can, just as soon as 
the form is mastered. Use good arm move- 
ment and glide smoothly from the beginning 
to the end of blade. Note that you slip off 
the stroke of one character right where the 
next one is to begin. No lost motion on that 
exercise! Fit the circle up neatly to the junc- 
tion in this combination, with no hooks be- 
tween the circle and d. The rest of this 
facility drill should be familiar and easy— 
you simply add another stroke to what you 
have already learned to make expertly 


FIT the circle up snugly to the junction of 
b and J, p and r in the next exercise. Re- 
trace a few of the good outlines you have 
made (or the forms in this magazine) to get 





By FLORENCE 


€ 


Fluency and Accuracy Test 


LEFT-MOTION DOWNWARD CURVES 


Movement Drill 


— a 


A 


‘ 


Precision Practice 
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Shorthand Penmanship 


ELAINE ULRICH 


C Cn ae é —_ Ss count fast ‘ a, as seen 8 a 


al 


is to § \ ‘ " | 
longe 
writing tie NY arn ase 
as the s g ‘ \ ‘ 
‘ cw I 
Ni SY vrite “ pieast 4 re 
ve ra i \\ tive 
a ul w \ e wil 
be 2 is] ,eec 
brick " i or ? ‘ 4 , \ 
} 

will have a i ining the blend an 
d ) rn , 
| i t 

1) | ’ »\\ \\ AK ; 
CURVES iva al 
he : ‘ ] | Te ids ‘ i x I 
4 ‘ ‘ i he . ft 
a i C exe e¢ 
Pp vice ¢ g ea t y 


torn " . the 
outline, a py, pick 
plant, but rchension, copy, brin 
impr cement ; ‘ elie impr ea 
Alsi ¥ alos 
th x smal] cit neal ft] 
and wit wuse Ww lly 

Facility Practice he able to give ‘ ‘ mn them 
after the nt t ul Contest 
papers are 1 " Ma 1S. re 
member ! We are , 1 the ( 
Copy again t but in type this time 
to facilitate your | ticing from dictat 
Press some ie famil nt service a 
lictators, so that ] in practice at | ne a 
well as at s l tr} py is on page 231 

Determine to win om f the lovelv O.G.A 

Pins in this test, as well as to become a 


member of the Or Gregg Artists. \ 

be proud and happy at this achievement esp 

cially whet you see i w many tine writers trot 

all over the world you have been competing 
with. Full details appeared in December. 


melytical 
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QO. A. T. Club Prize Awards 


Fountain Pen Desk Anthony K Higt 
I t M " I's 
Set l eK M 
M I M Ser ! \ I 
‘ - Rae - 
~ ) s W“ : pes 
: : M , 
Ruth Ba H S — 8 
Davent lowa 
Irene St. Ar Sair 
Mar Acad H 
t Ontario, Cana 
(lara ss Ww } 
High Schoe Newa New 
Jersey 
Rose s Mar 
it ‘ > Buffa / 
New York ) 
4 ) 
Fountain Pen 
& 
Det Mason. Rosedale Hig! 
! Ka s City ) 
Kansas d 
Kathryr Bruce Convers 
{ yu Schon 5? 
Douglas, Wyoming s 
Everett I Tow nd, B 
‘ ege Wilmi t 
Delaware ( ‘ 
Isabel De Rosia, High Set ¢ 
Standiat Mi} ' 
Janie Pearl Ulin Oklahoma 
Agri ltural & Me r 4 7 . 
College St water 


Oklahome 


Gold Pin ‘ ( 


The Fox and the Goat 


| 


Senior Higt 
( 
s 
: Higt 
I 
High 
n. Ver 


Junior O. G. A. Test 





Eva Storey The Gress 
( exe. Toront Ontar 
Canada 
M lred HEidli W al 
High Sel Newart New 
Jersey 
Sange Yama Woodbury 
‘ ece la Angele 
California 
Margie Winter High Sebo 7 J 4 
Foley, Minnesota 
Kathleen Holt Edgewood 
High Se hor Madisor 
W nein / é ) 
Wayne King Hig! Ss 
Drun } Okla 
Shirley Meyer Ser i 
Schoo Or mn City, O 
Royal Kratz, Comn yu 
School Alexi Illinols 
James Kalani I Sa . 
I ( t Hor < —_— — 
Hawaltl 
‘, 
Silver Pin - 
Nora Kidney. Saint Ros f - 
I » Scho New N «oO e y) 
> 
Dolores Funston, Holy Names 
Central High Sechoc 
Oakland. California ) 
Julia Hagenbuch and Dor > < 
Albertsor Btate Teact 
College Bloomsburg 
Pennsylvania 
Ie e Kennedy. High Sel 
Manchester. Iowa 
Elizabeth Curtis Crosby 
High Schoc Belfast I i Watk ( 
Maine Sch Att lowa 
Loulse Wyatt High Scho Betty Gear Viebact 
Vanduser, Missouri Schoc Defiance. OF 
Catherine Murphy Girle Florence Walsh. The Ma 
Central High School redt High Sct Ww 
Butte, Montana Illinois 


Vernetta Homedew Township M a Cammack MeCr 


High School, Sevranna Business Scho 
Tilinote Texas 


6 
2) 
~~ COD 
Saint 
Jolle 
mmu ’ 


Athens 


High School 
Minnesota 


eR ~ 
H b 
h I I | 
‘ ‘ ; 
‘> 
M on fi 
eo « I> i 
{ rad : 
la M 4 
’ Six = 4 
Georgia 
‘ M 
I . A 
I oO 
) 
I : 
Bronze Pin 
B 
s I 2 
Jack W I Ss 
I I M " 
H Macl ~ 
, ' S 
ts M 
Kertha M S 


I is 
Continued on page 296 . 
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A FEW TIPS TO OUR TYPISTS 


From “jittery” fingers to “treeing™” carbon paper you are taken 
here in this informal chat with a famous King of the Kevboard 


By GEORGE I HOSSFII I D Ten Times World se ( ham, ion | pist 
\“ I x 
M il 
A FEV 

\ 
I 
IT is not such a 

nanyv f 4 the 

ter 
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cause can usually be traced to the way in 
which you insert the stationery in your type- 


writer. Forcing the stationery into the feed 
rollers is apt to create wrinkles in the carbon 
paper which will mark your carbon copies 
To correct this trouble hold the stationery at 
the bottom inserting it in the type 
writer it into the machine 

your desk 
easily become wrinkled and creased; 


when 
and do not force 
Loose sheets of carbon paper in 
drawer 
it is safest always to return carbon paper to 
When picking up a sheet of carbon 
paper, do not pinch your thumb 
and forefinger, for this often causes a crease 
crack the carbon coating 


selec ing car bon 


its box. 
it between 


and may 


When keep these 


paper, 
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facts in mind and your carbon will give you 


better copies 
1. The thinner (lighter weight) the car 
bon paper you use, the sharper the 
carbon copies will be 


2. The softer the carbon coating you use 


the blacker the carbon copies will be 
3. Use the hardest carbon coating that 
will produce satisfactory carbon copies 


Finally, when using liquid type cleaners, be 
careful that the brush does not splash any of 
the cleaning fluid on the typewriter ribbon. 
Type cleaning fluids will dissolve the ink in 
the ribbon and cause it to print light where 


it has come in contact with the ribbon 





“Ask for it!” 


The best answer is: 


ally the ones who can’t do the work. 





“How do you get a job,” is a question asked every day, in almost every line. 
Another answer, which really says the last 
word after the first one has been complied with, is this: “Be able, when the 
chance comes, to prove that you should be employed.” 

People who go around complaining that “it takes pull to get a job” are usu- 








The Perfect Secretary Defined 


Judged by Seven-Point Yardstick 


New York 


opinions 


ROMINENT businessmen in 

and Boston were asked to give 
on the talents and abilities of the perf 
retary, New York Times 
answers revealed that the prime 
model 
She must have native intelligence, 
good 
an attractive personality, a well- 


ct sec 
says the Their 
qualiheca 
tions of the secretary are sevenfold 
good back 
ground, technical excellence, personal 
appearance, 


modulated voice, and good health. 


GIRLS in secretarial schools are told to wear 
smart but clothes on the job 
Some employers look askance at painted fin- 
gernails and heels that are too high or too 
low. The modern 
have good manners, and to know the etiquette 
She is expected to elim- 
“bye-bye,” 
now,” and “so what” from her 
vocabulary Her boss does not like 
her to chew gum, or eat at the office, accord 
ing to the survey. He wants her to pay no 
attention to telephone conversations carried 
others 


conservative 


secretary is supposed to 
of a business office 
inate slang, such as “all rightie,” 
“good bve 
office 


on by 


r 


FHESE office niceties are apparently the 
sine qua non of being a good secretary. If 
she is smart, executives say, the secretary ac 
cepts reprimands without resentment, whether 


or not they are deserved. She finds out how 
her employer stands with the rest of the or- 
keeps him informed without 
with petty office politics, and 
good will. If she is con- 
gets to the office before her 
boss, sharpens his pencils, sees that he has 
enough cigars and cigarettes in his desk, 
keeps his calendar up to date. She discovers 
at the earliest possible moment whether or 
wants her to volunteer opinions, 
whether he likes a brisk or a relaxed manner, 
what his whims and hobbies are, what irri- 
tates him, whether he is methodical or explo- 
sive, whether he is interested in detail or wants 
his helper to assume direction of small mat- 
wants his letters to go 
dictated 


ganization, 
bothering him 
promotes general 


siderate, she 


not he 


ters, whether he 


through edited or as 


A COURSE in business ethics is included 


in some secretarial schools. Future secreta 


ries learn that it is wise never to make 
criticisms or complaints, that confidential 
matters are never mentioned outside the of 


fice, that they are not to intrude on private 
conferences. They are told of the pitfalls of 
taking sides with office cliques. Warning is 
issued against going over the immediate em 
ployer for any decision, and against making 


promises that involve the organization 
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WHo’s WHO IN SHORTHAND SPEED 


Copple Wins James Cup in Shorthand Contest held 


by Chicago Chapter of the N.S.R.A. on December 10 





Mary Louise Hartzell 


NE f the big 





events in_ short- t i , 
hand circles during 1938 , ' te 
was the winning of the S we 
Tames Cup by Thomas S R 
4. Copple in a short \ , Cy | . 


hand spet 1 ¢ t held I 1Y. if t 


at Chicago on December 10. The mntest was test the dictation was taken | . = - , 

sponsored by the Chicago Chapter of the wate tt the rat “ 

National Shorthand Reporters’ Association Although M { va 

The trophy won by Mr. Copple was a beaut luring the dictation, he vel M 

ful silver cup offered by Mr. W. L,. James waters notes with a high | 

well-known Chicago reporter racy. Copp! c 
The contest, held in Gregg College, Chi conte ! 

cago, consisted of a ve-minute take” or 

solid literary matter at 180 words a minute, IT was in th ght s 1 of Boyles Col 

a five-minute “take” on a judge's charge t lege, Omaha, Ne i at M le g 

the jury at 180 words a minute, and a six the foundat ! thand §skil \ 

minute, two-voice dictation on partially tech Gregg College completed the irt rej 

meal court testimony [wo hours were ing course ¢ c He then | i 

allowed for transcription. Only members of stenographe: ree-iance rep ; a 

the Chicago Chapter of the National Short- received a1 I 1 apy ime t 

hand Reporters’ Association were eligible »— Common Plea at ~lTulsa, Oklahoma At 

Al THOUGH seve: mtestants participated Mr. Coppk assed = the lowa ert 

in the contest nly three qualifying tra Shorthand Reporters’ examination in 1923 a1 

scripts were announced by the committee i similar examinatior nducted by the ( 

lirst place was won by M Copple, second ago Reporters Association the _ tollow 

place was won | Miss lane lorswell while veal Also, he is re itstanding work 

third-place honors went to Miss Mary Louise the held of typi At Omaha, Nebraska 

Hartzell ] re N11 ny ontestants are grad January 1923 vor i Sire ul gold me i 

ates of the Reporting School of Gregg Colleg: for typing 8&2 wor 1 mi teen 1 


Chicago. All three are holders of the Gregg utes—20) words a minute faster tha s nea 


Diamond Medal, which they won by writing est competitor ! 
solid literary matter for five minutes at the Miss Horswell obtained her ear! rtha 
rate of 200 words a minute and by transcrib- training in the High School at Wausauke« 


ing their notes with an accuracy of 95 per W 


isconsin, and betore entering Gregg Col 
cent or better lege taught « 
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Miss Hartzell received her elementary short- Chicago Chapter of the National Shorthan 


ind training in the Hig ~ ol at Seda Rep rters Association. was conducted by t! 
Kansas Even before graduating from Hig fheers George F. Choate, President: Mr 
School she den trate her skill is rapid Kkthel M. Maclaskey, Vice-President: Mrs. R 
shorthand writing by reporting several cas S. Freeman, Secretary: and the Contest Con 


. ybate court nittee, consisting of Harry A. Harndet 
Both Miss Horswell and Miss Hartzell ar airman; William J. Mitchell, and Hel 


ww engaged in general reporting in Chicag W. Evans 


ry ‘ 13 ; | 
PHeE contest eld unas the auspices of the writers 


Advice to Young Shorthand Reporters 


By WILLARD B. BOTTOME 


In “The Transcript,” for September, 1938 


ON'T fee s raged if on some da tre moment | | ) st 
you seem t W C vit les acilit phrase contra 1 l ive practi 
thar ! tre i | s it ling your ew itline i is ed time 

experience | by veterar rthand eport And nt get « ‘ " tastes 
time and agai Mental troubles at times 1 shorthand reporters make u uses and ¢ 
ribute t i | ‘ ) sper ind vechients £ i ise 
entrat P : ‘ r et keep es. but r ire ca ] it 
self fit " ely sure be idop eg 
Taking n v1 ise, a _: 3 1 WwW at 
thand ‘ ‘ gy 4 \ | { vO ‘ S } ( A 
ed ils ( 1! 5 Ca i . ases i I i 
nto I have et { 1 ir per i ] S 
re 1 vea t l are cs Cita yx ik \ attempt t VY | is 
i rm W i i eportul it 10 an 1 \ le ‘ i ‘ eta 
ere i ( i lee 4 I ! e tha rogwress \ 1 ie } ire 
“ ll | I \ k ett ma l phrases 1 S } x ‘ < 1¢ sé 
trange that a veteran of tort years expel by non-s thar rep at ‘ OS 
ence needs contidence, but theres an ease 
vriting acquired | ve pying I r I> eport 1 ment , 
minutes each morning Iry it, and see yw it many speakers use language wv may puzz! 
works out with you! 1—perhaps the citations of case the name 
I \ may a spelle ere! rom 
Mi INDAY morning irt esp al va they sour l to you r tre St uker ma 
ifter a week-end trip on which you have car imble and vou may lose the ection « 
ed ur grip i yrht hand, will lust ma < le a ‘ i} 
muscles cram] Anv heavy us ‘ " ' tes and « f ‘ 
t and ett und, for that matte i el sn't urd to ae | peake 
Ire eft-ha ed s is 1s a lawt atte Va s s t Anvwa ive 
ver, cart packages, playing baseball < ving Alfred | et 
\ e reflected i let-dow \ . t p ‘ his senten f 1 politica 
1 writing unt t n les me back t PEEL al e was fin 
mal Db nt be utraid t is " t et 
| 4 lered « M i morning \ \ ] } t he t ww urt enti 
eemed to strugel nake outlines wi ! ill. but dor terrupt 1 ‘ nak 
sual facility, at I suddenly remember eo his address Ack his ‘ 
hat I had been art rR cks t na ke i 
ck garden in n little summer me il ° ° ° 
Connecticut Why, it seemed that it took ar YOU grow bigger, y nore 
ur before I could get my hand hack t ind you get a better position by using cot 
normal for shorthand writing facility structively what you now ha You go fo 
Don't carry heavy articles the hand you ward by concentration on today’s work a1 
write with! by doing everything that can be done at t 
esent time well. Indiffere wr half-hearte 


SOME young reporters get the idea that ise of today’s opportunities will be fatal t 
short-cuts must be nstructed on the spur of tomorrow's attainments E. K 
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REPORTER vs. SKILLED WRITER 


Both terms may and should mean the same thing, but they some- 
times don’t, as results of past shorthand speed contests show 





Conducted by CHARLES LEE SWEM, Official Reporter, New York Supreme Court 


HE shorthand mtests when they were may not have ee! aste Y ter haat dre 
being conducted years ago, clearly indi 1s a skilled w n iv to bein 
cated that there are within our craft tw rier. Type ‘ {) put s tait 
essentially different types of writers A study kill; Type Number Tw niext! 
t the results aimost any kind eport 
g competit will lis se pract ally € \ \ i \ ite 
same thing, whether the competition be a i [ype Nun , tle « 
vil Se Ss 4 i a i jualilying ‘ at | pe NX 
examinatior Sux as the ( » kk a tes } Ka llable 
r the granting ency awa s There c e speeds 
e report wi s the skill te I i are low et! 2 ik e pa 
regal ess t he assistance tha aul " i tre mat ] ( Q I 
e, intelligent n will always bring 1 greater ynite x i what in 
art et develops s mechanical skill to the but ¢ it t avorable 
Pp t where t will stand ts wn legs, a cumstances ‘ s bou 
tc ow wit it menta assista » Ss \ I ‘ And in the 
He has spare eitner Ss time nor his ty t , err S mak hye | ' 
ty t ) n i kill writer, an e e | tha le " ta 
ert exp ent I tne p tl | sten s¢ 4 ir pec 
tl al tnat e en pl rtis ert i x r ' t 
| < c i nN t ‘ . type 1s tive | \ i i ‘ pre 
writer who employs su technical ability as tions, the a erbs and the « 
he possesses as simply an adjunct to an alert ne ‘ t 1 work he ca 
experience ! A n is the well-de " x t materially 
eloped ain that he possesses, would fi ge ti n flecting the pra 
s writing talents elessly i ite as la a ep But they a 
reporting strument rie may ea MI pe I { \ t \ the i 
ent rep t but € s t a skille write? ‘ . Ss tra ss tha i 
be sure c sa wi! g te ique that eda port ma c t 
5 ide juate | act al 8 but 5 \ \ s tf 
Dility 1s e-sict His mental processes ar a re] ‘ , t { as g 
ig y train ma | I skill side A \\ i 
lis ability is below pa Put n ona e three « " é ace 
porting assignment a g the er type i c | ace i i $s; that 
write tine wel 1 skille tec \ t Vad ta train t Ww ha 
an, a e will 1 his own s ir as prac ac tice t adn't! He 
al appearances fg if 7 < eport tha ynt eve S eC g 
each turns you probably can’t tell then rther analys id n 
ipa I! a < test I any com licate t! i i iT 
pet e effort where tie anscripts bot matt il t ecain t 
ire cnecke gainst abs te I and there great C { etwer 
B ft mparisor betwee e two Type i the W ’ ’ ’ , ‘ 
Number lwo w be so far behind the skill é ’ i ' the wit 
writer that e and everybody else will | rw : ‘ text f the 
, , ‘ 
wonder ist what happened mate Q ‘ ex ess tra 
Of course, the accepted explanation will be parent, the less lik t eve 
it the the tellow had better contest a QZ | practical eport mu { i 
nerves, but that is a fallacy Nor can it be petitively accurate one 
explain ) e zg ind that the ther fellow oak 
id a great reserve oO! spet call I } ‘ I King DS¢ a 
ilthoug vidual instances that may lb t . b " f aft the numb 
i go explana n The i es ire tna I ers W N \ tw 
eve 
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“Complications” 
By CHARLES LEE SWEM 
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ru +} ‘ ( 
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+ 4 ~F 7 


angina pectori: Cc 
peritonitis Pat 


aorta 

infantile paralysis ¢ 

poliomyelitis oe 
rm 

cirrhosis 

sirrhosis of the liver 

concussion of the brain q oO 

paralysis 

paralyze 

skull 


base of thie kul] , yw 


tal , ne 


— 


¢ 
frontal & 


spinal 


ary ‘ + Y) 
2 
spinal colwm ye 


O 
spinal cord <9 
)e 


spinous process oF 
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From a Reporter’s Notebook | 
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I 
ng paper at one ed six N sa mu grow careless of these sndamentals. eve 
ute on solid matter. It is st: ot though they possessed them at one time ‘ 
startling or beyond explanation ly the beginning of our careers, lacking exp 
belong to Type Number Tw: ence, we are depe t on good notes 
the easiest and possesses the most transparent whatever reputation we acquire, but as ex 


xt of ry \ tyr ‘ew erial ' ¥ ’ ‘ oe ‘ " 
context t aly ys . ie « at we ale perience accumulates if Decomes Casier al 


j naam tn reanrt lo reels th ntewt , . 
called upon > rep lt reeks wit ontex asier to supply from the head in transcri 
There are only a limit mie 1 ways | ing what the and slurred ove n writing 
couch a question; the answer usually matches The luxury of carelessness begins to a 

" " +. } t. ‘ ‘ } ‘ m" . e 

le question ; yer sa ings a pon us, ever so insidiously. We find a su 
tne most part stere pty pe ] ing even ti eval let ly lisce vere: ride ir menta 1 

yiloquy that intersperses it a simpiy shouts and a growing disdain t the purely manua 

‘ ‘ ‘ 1! 1s " ‘ 
ts CONE ‘0 . tellige ‘ ‘ Ha skill side ‘ k. We are pg a | 
e connectives and thx ew may be ; es ’ 
| 

st or Si ‘ ve \ ing | e ¢ ever we ) ve a < i i t 
perienced report ! st ale twe tests and exa ure t 
pages al t not it anyt h Lontests are . \ c N 
s wrong Lhe g Ww standing J ke early AVS ‘ P ‘ 

> ’ lia ; 1! y mm ’ ts. ‘ lis 
eacon iignts, will « ; a ve I = sith and who never forgot. even as eporte 
to line, and who wil lare laim that his is shorthand skill is t . their a 

wt a verbatim report What difference does ty wever m grow menta \ 
it Make wietin it is il pe ) il mispla ed f : gotter the ay «ob 

> » 4 , ' ’ nret noaer “4 ‘ ‘ 
spect of. or wik eT! t sa i prep 1¢T wholly immate al matter in the average 
1 . . tier ; ; ‘ ‘ 
ance oy a ’ port a case. but it 2 , 
whether the judge charged th ry n i an examination And | have even seen 
structed them,” or whether counsel got : make a lot of difference 
immaterial betore his wrelevant or atte 

No difference t cours prac ally, but 
they are errors and therefore represent taul 
workmanship. They are faults that may never Wh . -A Perf ] 
ei 2 gre peat - a y Stamps Are Ferloratec 
show up in a long career of reporting—unless 
and until such a writer submits himseli to at 

I netit , hen if ¢} AVE you ever st pped to Wink as you 
examination or competitive effor Then, i e ; 
, . aK” mie tie were tea tage slamps apart how 
examination happens to contain a simple litth , 
. ; they me t ‘ r \ en they frst 
reading on s | matter at the very moderate 
° ° ; é ‘ ? " e,. as 1 
speed of on indre sixty words a minute , . 
¢ , ips KNOW, | na eets of pay 
ie is apt to receiv e shock of ‘ 
i i ” i i s a ‘ 

. vere neect \ we presen ay < 
N ow, ¢! = a 
. : = 7 enience to an a ent 
anguage, in the words, or, it may be. in th , 

9.08 ‘ ‘ ae : \ inter abou tart a hunt had t 
syllabic intensity Of sold matter as compare: ’ | 

‘ . " a j a rette ¢ ad neither Knite I 
to that of testimony But the element of , 
es . _ sors i ] TT ft neeced stamps, 
ontext is totally different The context of , 
’ Pp ¢ e decided to try the we f his spu 
testimony 1S usually simple and transparent ' 
9: ; H ral it i ng t eaye 1 the Stamps an 
the context of solid matter may be abstruse , . 
" . . t sur] Se vere d the stam 
and difficult. It may be no harder to writ : a ' . of 

, ee : , ‘ . ipat verTv e€asily a tne peri rateaq edge 
and usualiy isnt, the difference in speeds be ' ’ ' . 1 ie 1, 

‘ . ' : . Late tive Wii ate il 1S Sa i 
ing allowed for; but the transcribing is son ; : : é' 
} ! "kt ‘ ‘ - c mal A ) wb nu t pa ryt mace 
thing else again The little words must a os Pp , 
: ; " rtune Ruth C. Anderson 
ve there, in reasonably good tes t is 
very easy to go astray in reading it. Most 
the little reading aids that are so helpful in al : 
testimony are almost totally absent in literary Disillusioned 
matter, and the writer usually finds himseli 7 

the bedrock EVERY year college deans pot yutine 


on such matter brought down 
; : , Dale om id 
of shorthand fundamentals If he has in question to the i did 
° ° ‘ > ¥ ,"" r , ] "I ~ : 
cluded them in his writing equipment, solid YOu come to college lraditionally the a 


ergraduates, “Why 


: } } +1 ‘ ’ in ' ne Plest 
matter gives him no more trouble than tes swers match the question in triteness. bu 
timony. If he hasn't, while he may still be last year one University of Arizona co-ed wu 

" 2 » thd 
regarded as a good reporter, he will never expectedly confide 
} bese T n't » vr" 


shine as a contestant or a passe! exan I came to be went wit 
nations Los Angeles Junior Collegian 
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0.A.T. Club Prizes—Bronze Pin Awards 


0. G. A. Membership Test 


The Finest People on Earth 
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Getting Fresh Summer Produce 
. All the Year 


2 ye. 
‘= 
Ce RENE ——— is "Round 
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Presented by courtesy of 
the Irving Trust Company 
of New York City in a 
series on American Indus- 
tries and Banking 


+ 
“ x r ? 
— ) 
a 7 7 , ee ( ( r 
? ; fd ? 4 a s ) ; / ar ~” 
) VA 
y, ) 
Crt ; > —?P . P C4 / 
‘ 7 A 
- 
Dues _ , 
} J 
\_-< 7 > < ’ a 
? . ) , a. C ( 
y a - _ z ( 2 Saal 
( | 
> 
(OP c — . r } > ¥ A ( ¢ 6 
? Pi . ) ¢ ) 
f < t ( ( = y . 3 
f » | 
> ‘ ¢ 
c 
AS a < _—o 2 > } ~ 
a 
{ , 
7 Ty f , 
) 4 ¢ 
- 
/ ) 7 
( at \ 4 ~ 
s 
9 5 ) } 
a ‘ % ¥ © ‘ GS aie 
4 s 
) ) ) 
« "af f “>? / 
J 7 . , 
5 7 ‘ A 
’ s é ~ “~ ~ ¢ < } 








298 





poe l he . 
) ' 2 i. > 
sa ——¥ 
- x J— 


) 
4 > 
- ~~ z ‘ 
( 
, y 4 
( i 
t 
j , 
4 
- = a 
. - y” p 2 fat 
) f C 
_ ) ’ . ( 
) ) 
A ce 
« —, ~ “a - > 


Tue Crecc Warren, February, 1939 


" OO 7 9 — ao s & 2+ 
4 fy (C240) 


. 
¢ — _ 
tw 
€ , a = 2 cil 
/ 
. 
> 
2 p , | 
= 
¢ ss af & é 
; 
“« 7 


} 
a A 
A 
= > - JS 
ta) 
~ 
, e a .- ~ 
4 ' 
; 2 _ 
Jf 
4 7 
4 rt a > 
7 
ve - Lz 2 & 
a 
, tt” 7 LY 
) 
a 4? Za a. 7 7 “7 7 ™ 





Tue Gaece Warrer, February, 1939 299 


Are Businessmen Selfish? 


From “The Friendly Adventurer” 
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- 
eepers of the Light 
From “S. O. S..” a Book of Sea Adventures 
By DAVID MASTERS 
Copyright, 1934, Henry Holt and Company, New York 
Reprinted in shorthand by special permission author and publisher 
Part I 
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Rotifers That Eat Up Business 


By JOSEPH T. MACKEY 


In “Linotype’s Shining Lines” 
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From “The Death of Our Almanac” | 
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No Mistake or Failure is as Bad as to Stop 
and Not Try Again 


Said JOHN WANAMAKER 
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Graded Dictation 


By CLARA HELLICKSEN 
For Use with Chapter One of the Manual 
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Graded Dictation 


By CLARA HELLICKSEN 
For Use with Chapter Two of the Manual 
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Graded Dictation 


By CLARA HELLICKSEN 
For Use with Chapter Three of the Manual 
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The Million-Pound 
From “The Man that Bank Note 


Corrupted Hadleyburg” 


by MARK TWAIN 








Part II 
Reprinted by special permission of 
the publishers, Harper & Bros 
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Teo be continued next month) 


Amateurs 


From “Clement Comments” 
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Aetual Business Letters 


From the pen of Abraham Lincoin 
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